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Managing for Multiple Returns(D) Jun. 
A Deal Is a Deal 
The Critical Path Method: What 
It Is, How It’s Used (D) 
When the Problem Won’t Go 
Away, Try Brainstorming (D).. Oct. 
Problems of an Assembly-Line 
Supervisor 


Productivity 


(See also Leadership; Methods; Mo- 
rale; Motivation) 


How to Make Plans That Work.. Jan. 2 

New Trends in Manufacturing 
Management 

Inside the Plant: Put Color to Work 


The Temporary Worker: Help Him 
Make the Most of His Time (D) Apr. 28 


Meatballs and Motivation 
Baggage Handling: An Airline’s 

$2 Million Problem 
Managing for Multiple Returns(D) Jun. 
A Deal Is a Deal Jul. 
The Effect of Fear on People Who 

Sep. 

What Is ‘‘Consulting’ Supervision? Oct. 
Better Control Through Better Or- 

ganization (D) Oct: 2 
Howto Be Nice, Though Tough(D) Oct. 
The Many Effects of Morale Nov. 


Promotions 


The Best-Paid Men in the Shop (A) Jan. 
“But I Don’t Want to Be a Fore- 

Feb. 
“Why Wasn’t I Promoted?’’..... Mar. 
Selecting and Training an Assistant Aug. 
It’s All in the Game (B) Sep. 
How Promotable Are You? (D).. Sep. 
A Voluntary Demotion? (A) Oct. 


Purchasing 
Choosing Ear Protectors (D) Jan. 
Selecting the Right Office Paper for 
Your Purpose (D) Feb. 
What to Do About Equipment 
Breakdowns (D) Mar. 
Tips on Buying Office Furniture(D) Jul. 
How Quality Control Led to Cost 
Control Aug. 


Public Relations 


Pity the Unwary Office Guest (D) Jan. 39 
Public Relations: A Capsule Defi- 

nition (B) 
Tips on Using a Microphone (D) Sep. 34 


Public Speaking 
(See Meetings) 


Quality Control 
(See also Communication; Cost Con- 
trol; Training) 

Baggage Handling: An Airline’s 


(A)—A rbitration; (B)—Brief; (C)—Case; (D)—Digest 
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$2 Million Problem 

Managing for Multiple Returns(D) 

Cutting Costs: The Plan, the At- 
tack, the Follow-up 

How Quality Control Led to Cost 
Control 

Proper Training Saves Money (B) 

Savings in the Mailroom 

Better Control Through Better Or- 
ganization (D) 

Problems. of an Assembly-Line 
Supervisor 


Records Management 
What Is Facsimile Transmission? 


Selecting the Right Office Paper for 
Your Purpose (D) 

Setting Up a System in Your Files 
(D) 

What You Should Know About 
Alphabetical Filing (D) 

Winning Ways with Customer Cor- 
respondence (D) 

Managing Your Family’s Vital 
Records (D) 


Safety 


Choosing Ear Protectors (D) 
Inside the Plant: Put Color to Work 


What You Can Do About Air Pol- 
lution (D) 

The Role of the Fire Brigade in 
Plant Safety (D).’ i 

Incident Recall: A Way of Prevent- 
ing Tomorrow’s Accident (D).. 

The Causes and Prevention of Elec- 
trical Accidents 

Safety and the Younger Worker (D) 

If Fire Should Strike: Be Prepared 
(D) 


Don’t Be a Target for Crime (D) 
Some Safety Tips for Lift-Truck 
Drivers (D) 


Jun. 
Jul. 

Aug. 
Sep. 
Oct. 


Oct. 


Feb. 


May 


e- 32 


. 36 


. 24 


s 35 


ST 


19 


. 36 


. 14 
. 24 


. 34 


Self-Development 


The Best Make the Job Look Easy Feb. 
Your Authority Is What You Make 


Public Speaking: The Key Is Prep- 
aration (D) 

“Why Wasn’t I Promoted?’ 

How to Put an Idea Across 

Preparing the Course You’re Called 
Upon to Teach 

How Dictation Can Speed Your 
Report Writing (D) 

The Inner Drive That Marks a Pro May 

Check Your Telephone Manners May 

How to Get More Mileage out of 
Reading (D) 

Writing Reports That Lead to Ef- 
fective Decisions ; 

What’s Your Leadership Style?... Jun. 

Managing for Multiple Returns(D) Jun. 

Member of the Committee Jul. 

Advice for the New Supervisor... Jul. 

Seven Steps to Successful Delega- 


Aug. 
Coping with the Pressures of Your 
Sep. 
What Makes a Department Hum? Sep. 
He Bowed to His Critics (B) Sep. 
How Promotable Are You? (D).. Sep. 
Tips on Using a Microphone (D) Sep. 
How to Be Nice, Though Tough 
(D) Oct. 
A Word to the Wise 
Understanding the Newer Termi- 
nology in -_Management Today 


Special Supervisory Problems 


Grievances: When the Charge Is 
Discrimination 

What to Do When Their Skills 
Aren’t Up to Par 

Absenteeism: When the Cause Is 
a Medical Problem 

The India Ink Incident (C) 

When the Man and the Job Are 


(A)—Arbitration; (B)—Brief; (C)—Case; (D)—Digest 
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Mismatched 
A Deal Is a Deal 
Does Your Office Have a Notary 
Public? (D) 
Employees Who Use Drugs: A 
Growing Problem (D) 
An Employee’s Role: The Impact 
of Three Different Views Aug. 
In Case of a Wildcat Strike: Guide- 
lines for the Supervisor Oct. 
Problems of an Assembly-Line 
Supervisor 
Supervising Mentally Handicapped 


How Do Attitudes Change? (D).. 


Technology 


(See also Computers) 


What Is Facsimile Transmission? 


) 
Windmills: They Don’t Squeak 
Like They Used to 
Metal with a Memory (B) 
Lasers at Work (D) 
No Need to Cry over Spilled Oil (B) Nov. 


Training 


(See also Communication; Delega- 
tion; Employee Development; Safety) 


Grievances: When the Charge Is 

Discrimination 
What to Do When Their Skills 

Aren’t Up to Par 
The Role of the Fire Brigade in 

Plant Safety (D) 
Preparing the Course You’re Called 

Upon to Teach ee fc 
Company Tools: Handle with Care Apr. 18 
Teach Them to Be Self-reliant (D) May 
Mission: Difficult (B) . 10 
Safety and the Younger Worker(D) Jun. 
The Serious Games We’re Playing 

Today (D) . 38 
Will Job Rotation Work in Your 

7 

Selecting and Training an Assistant Aug. 10 
A Foreman Views His Job (D)... Aug. 25 


If Fire Should Strike: Be Prepared 


Selecting and Training a Secretary Sep. 
Proper Training Saves Money (B) Sep. 
Savings in the Mailroom Oct. 
For Safety’s Sake: Fire on Stage(B) Oct. 
Supervising Mentally Handicapped 
Workers 
Discipline as Corrective Action (D) Nov. 
The Importance of On-the-Job 
Training 


Turnover 
(See also Dismissal) 


Why Do They Quit? (D) 

The Girl Friday Exodus (C) 

Facts and Fallacies About Em- 
ployee Morale 


Workers, Special Groups 
(See also Hard-Core Employees) 
What’s Different About the New 


The Temporary Worker: Help Him 
Make the Most of His Time (D) Apr. 

Some Guidelines for Men Who 
Supervise Women : 

Safety and the Younger Worker(D) Jun. 

Supervising Mentally Handicapped 
Workers 


Writing 
(See also Communication) 


How to Put an Idea Across 

How Dictation Can Speed Your 
Report Writing (D) 

Do Your Instructions Get Lost in 


Writing Reports That Lead to Ef- 
fective Decisions 

How to Write an Accurate Job 
Description 

Winning Ways with Customer Cor- 
respondence (D) 

A Word to the Wise 


(A)—Arbitration; (B)—Brief; (C)—Case; (D)—Digest 
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